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| NTERMEDI ATE COFFI CE PROCEDURES

SEMESTER | |

GENERAL  GBJECTI VES

to apply placerment rules for typing outlines, essays, reports, and
nmanuscri pts.

to produce typewitten work whi ch acknow edges the source of quotations
and paraphrased information by using footnotes, or references to a biblio-

gr aphy .
to retype copy, incorporating revisions indicated by proofreaders' mnarks.

- to help develop and apply know edge of correspondence set-up and prof essi ona
typi ng practi ces.

to devel op an understanding of the duties of a secretary at a neeting of a
conpany or an organi zation (preparing for meetings, recording m nutes,
preparing and distributing mnutes.)

to devel op an understandi ng of techniques used to organi ze and prepare
reports and manuscripts.

to provide student with know edge about various systens of filing.

SPEA FI C GBIECTI VES

1. Reviewof fundanentals learned in Senester |

2. Type outlines.

3. Type reports.

4. Prepare a bibliography

5. Prepare source notations

6. Prepare title pages, table of contents

7. Type perfect copy fromwork containing proofreaders' narks
8. @in practise in basic filing operations

9. Student will be tested on all above naterial.
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GBJECTI VES AND TI ME ALLOMNCE

#1 - Type letters with c.c.'s, statenents, etc. as
a review of Senester |

#2 - Read topics 1 - 5, ch. VI - QP. 2000 text.
Questions to be answered based on that chapter

#3 - Jobs IV.1, IV.2, IV.3, 1V.5

#4 - Read topics 2 &4, ch. XIl, QP. Text. Agenda and
set of ninutes to be prepared.

#5 - Job 1V.6

#6 - Read topics 1, 2, 3, ch. XIIl, QP. Text and do the

typewiter applications based on that chapter
#7 - Jobs IV.7, 1V.8, IV.10, 1V.14
#8 - Read chapter X and do applications fromit

#9 - TEST - based on above

- > gl L3L"~ < AF"I", FEBRIIAS.-" _e. . -*j.LL BE

TESTING TO"BErfiOMPLETEp"BY FEBRUARY *

CGENERAL GBJECTI VES

- to acquire a working know edge of the use of, and format for,

busi ness f orns.

to produce mnutes of meetings as well as agendas.

to prepare personal data sheets and letters of application.

to develop skill in preparing business travel arrangenents.

SPEQ FI C GBIECTI VES

1. Type nenor anduns

2. Type News Rel eases

3. " Agendas and mi nutes of neetings.
4, " Postal Cards

5. " Itinerary

NO. CF PERI CDS

vari ous
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SPEQ FI C CBJECTI VES - Cont' d.

6. Type expense accounts

7. " file | abels

8 " Purchase Orders and invoi ces

9. " letters of application and data sheets

CBIECTI VES AND TI ME ALLOMNCE NO. OF PERIODS
#10 - Jobs V.2, V.5, V.6, V.8, V.13, V.17 4

#11 - Read ch. 18 in QP. Text and do rel ated work 3

#12 - Jobs V.20, V.21, V.25 4

#13 - Jobs V.30, V.34, V.38, V.40, V.41 4

#14 - Read ch.22 in QP. Text and do related work 3

#15 - TEST - based on above 2

TESTI NG TO BE COWLETED-BY MARCH 15 il .- -LLL 2E GuMPLI.;

GENERAL  CBIECTI VES

- to type, in acceptable form an original copy to be used in produci nhg
spirit masters and stencils.

to acquire know edge about other copying and duplicating nachi nes.

SPEQ FI C GBJECTI VES

1. Type a financial report on a spirit naster.
2. Type nenps, with several copies (spirit master).
3. Prepare a two-fold brochure (stencil).

4. Type an unbe»8& report (stencil).

5. Prepare formletters with fill-in addresses, (stencil)
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CBIECTI VES AND TI ME ALLOMNCE NO. COF PER OS
#16 - Job V.4 - spirit master 2
#17 - " Vi.5 - it i 2
#18 - " V.7 - stenci | 2
#19 - " M.9 - " 3
#20 - Read ch. 14 in QP. Text and do related work 3
#21 - TEST - based on above 2

TESTI JKEVTO BE GOMPLE EEDBY APRIL 5

GENERAL CGBIECTI VES

to apply the skills and know edge learned in Senesters | & Il to produce

nmai |l abl e material characteristic of that prepared in a general business
of fice.

SPEQ FI C GBJECTI VES

To type work assigned (16 fromtext, plus handouts frominstructor) as a
practical review of the year's work.

GBJECTIVES AND TIME ALLOMNCE -  #22 NO CF PER S

Conpl ete conponent #MV | in text and: 14
submt in nailable form
C.C.'s where necessary

- submt in folder conplete with your nane and cl ass

DEADLI NE DATE FCR SUBM SSION CF GBIECTIVE #22 |S APRIL 24



VARKI NG PROCEDURE

- day to day work will be graded as Wnsatisfactory or Satisfactory. |If "U' is
obt ai ned, student nust redo that particul ar assignment on her ow time or if
all work is caught up, then class time will be all owed.

- tests will begraded A B C |. An "I" test can be repeated at a time
specified by instructor.

Gading of Tests and Assi gnnents:

Test #1 - 50 narks
Test #2 - 50 "
Test #3 - 50 "
bj ective #22 - 50 "

A - 8 - 100

B - 70 - 84

C - 60 - 69

ATTENDANCE | S MANDATCRY*.

STUDENT MUST GOME TO LASS WTH HER O SUPPLIES_— BORRONNG | S VERY
DEFI N TELY D SCORAGD .

D CTI ONAR ES TO BE BROUGHT TO CLASS!



